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Twenty-one Dew sed rovised forms were spproved.

A revised Covriey eceipt and log Jock has been
completed and suvsitied to the Offics of Lagistice
for procarement. Jals new fors coviined the pregent
Conrier Secnizt sl iog lecord, theweby elisinpting
the noed to yrepae 2 ssparete yeeoprds. A% [resent,
it is necessary o prejere o log recced i woth the
origisating and receiviag offices. Iu sdditiam,
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4 seneduie was orisicily preperved shees 10 madhe agd.
e are veviewics it to reflect changes 1n arwnissbion
end o detemwine i thay sre retiring losctive records
to the Center in scoordeee wilh previes peovisisas.
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&% the rogaest of Feveonnel, we are reviewing the
“gpoait of Jited Fevgonna) hecorde to sew 1 oweslap;dng
and daplisetion ams be ciimineted snd %W determine 4F
other visal records ghould bo depozited. We will slsc
aateriels are being elisingted fros the Yeult.
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of the forrs ool 4B wne wrgasizatlons) eisaest of this
divigion wre unsffiokel. n this basis, it sproars that
Ll swrwey will e productles,

Yweive nev snd fevised fur: ls Jrocess.

Caview of forws net oréored for 1D mmths., ﬁmg
indiontes sporoximetely 105 of these ww obscleds.

aviev of regusition: for filing eguipment end

installetion of “nalf Filing, Biograghte Segister.

- Tabs prolert is sesrins eocpledtdon. It ie the rest

+f tie dlmponition of » consléorsbie anpunt of isective
records (mppromisgtel; 500 oubie fers) and the inwtalling
of Shelf Filing in ey of filing cebisets. Az & resalt,
the Slogrerhic feglister will be able to bave sufficiont
vyace for expaneiom for of leoat teo yeare.

sraparstion of esalaticn wd Handbodk, Feports
anameent .
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Imgtallation of Filing Syshem, 71,

va have smde 1 lrstelladens of the judject-desmric
Filing sycte:. his mgpeystes wvill pesait the offices
% astahlish cut-off dstes for taelr filew snd, a3 &
conpbgaence, the relireaent of recowrds will v oxgéfiited.
“heare sre 10 more lmptellistions 1o de mede.

‘helf File Inetedlstios, Jifies of Cagptroller.

S proposel hos Deem uads for the use of Zhelf Filisg in the
S1nemos Dlvigion. iuls wiil ;vovide sbowt 257 wuke £1ling
arce In the sess offise spooe and aiisiamte the need for
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#lvigion bas egroed %o this proposal.
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REVISED POBM ¥O. 2k0
COURIER RECETPT AND LOG RECORD

The estimated dollar saving to be realized is based on the
following figures:

OLD , : NEW
Preparation - Minutes Preparation - Hinutes

Courier Receipt 1.5 Courier Receipt, Log

Orig. Office log 2.5 and sddress 2.0
Recelving Office Log 2.5

Envelope address 1.0

Total Tice Te5

Estinated operating savings Por each transaction 5.5 minutes.
Estimated one year suppl: of forms £30,000.

'630,000 X 5.5 = 27,7 man yeare

43670 (G85) X 27.7 = $101,666 savings

Other savings are fore-seen but not estimeted.
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